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1.0 Introduction  
 
These guidelines and procedures apply to all ILRI staff and visitors in relation to fire 
safety while at ILRI premises. 
 
1.1         Scope  
These guidelines and procedures cover all ILRI owned or managed premises.  
In locations where ILRI is hosted by another Institution, the host’s Institution guidelines 
shall apply, although ILRI staff members are still expected to familiarize themselves with 
these guidelines.  
 
1.2 Aim 
The aim of these guidelines and procedures on Fire Safety is to reduce the risk of fire or 
explosion at ILRI premises due to fire and to safeguard ILRI employees, collaborators, 
visitors, contractors, facilities and the surrounding community in the event of a fire or 
explosion thereof. 
 
1.3 Review of Fire Safety Guideline and Procedure 
 These guidelines and procedures shall be reviewed and updated as the need arises.  
 
 
2.0 Guideline and Procedure Contents 
 
These Fire Safety Guidelines and Procedures consist of four parts: 
  
Part One:   ILRI Fire Safety Commitment Statement  
  
Part Two:   Roles and Responsibilities  
 
Part Three:                        Fire Safety Guidelines  
 
Part Four:   Fire Safety Procedures 
 
 
3.0 Part One  
 
3.1 ILRI Fire Safety Commitment Statement: 
The risk that fire presents to staff, student, collaborators, contactors and visitor safety 
at ILRI premises as well as the risk it represents to ILRI’s properties and business 
continuity is recognized. ILRI is committed to maintaining the highest of standards in fire 
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safety in order to protect its employees, students, collaborators, visitors and any other 
relevant people who are lawfully at its premises or who may be affected by its activities. 
ILRI will take precautions to reduce the risk of fire by eliminating and reducing those 
risks where reasonably practicable, as well as managing and controlling the remaining 
residual risks. 
 
ILRI accepts legislative requirements at all its premise locations as the minimum 
standard and seeks to further reduce the risk of fire by providing suitable and sufficient 
information, instructions and training to its staff, collaborators and students. 
 
3.2 ILRI’s Fire Safety Commitment  
ILRI is committed, so far as is reasonably practicable to; 
 
 Provide and maintain places of work, accommodation and recreation facilities that have 
adequate structural protection and adequate means of escape for all building occupants 
in the event of a fire. 
 Provide and maintain suitable and sufficient monitoring and alarm systems to ensure 
that building occupants receive adequate early warning of any fire related event. 
 Provide and maintain suitable and sufficient information and communication systems 
that ensure timely and efficient response by ILRI Security Service and that provide 
adequate access to emergency fire services. 
 Provide suitable and sufficient information and instruction on fire safety to ILRI staff, 
collaborators, students and visitors. 
 Provide management arrangements for identifying and controlling the risks of fire. 
 Effective communication will be maintained with all staff to ensure that fire safety 
issues which arise are resolved. All visitors to the ILRI premises shall be briefed of ILRI 
evacuation and fire safety procedures.  
 
4.0 Part Two:  Roles and Responsibilities 
 
4.1 Director General 
Executive responsibility for fire safety lies with the Director General, who has ultimate 
responsibility to ensure that arrangements for managing Fire Safety are in place and 
that they are regularly monitored. This ultimate responsibility cannot be delegated. 
However, the functions related to that responsibility are delegated to relevant staff at 
ILRI as detailed in part 2 of these guidelines.  
 
The Director General is responsible for ensuring that the details of the Fire Safety 
Guideline and Procedures are implemented and that responsibilities for fire safety are 
properly assigned, accepted and fulfilled at all levels with operational assistance and 
advice from the EOHS Manager. 
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4.2 Environment, Occupational Health and Safety Office  
ILRI’s EOHS Office is responsible for conducting fire risk assessments and for providing 
advice, training, monitoring and auditing of the Fire Safety Guidelines and Procedures.  
 
4.3 Engineering and Facilities Unit  
Engineering and Facilities Unit is responsible for the implementation of the Fire Safety 
Guidelines and Procedures where it applies to ILRI’s premises. 
 
4.4 Housing and Conferencing Unit 
The Housing and Conferencing Unit is responsible for the implementation of the Fire 
Safety Guidelines and Procedures in ILRI’s residential premises.  
 
4.5 Line Managers  
Line managers are responsible within their units/programs for:  
 The implementation of the Fire Safety Guidelines and Procedures. 
 Taking responsibility for controlling factors which could lead to a fire. 
 Acting upon the recommendations and requirements of fire risk assessments.  
 Fire safety linked to a particular process or procedure under their control. 
 Ensuring that all persons are trained and given adequate instruction in the case of fire.  
 Appointing suitable responsible persons to undertake all necessary fire arrangements 
and procedures.  
 
4.6 Staff  
 All ILRI employees have a duty to observe and comply with the ILRI Fire Safety 
Guidelines and Procedures and are responsible for the behavior and safe evacuation of 
their visitors whilst they are on ILRI premises.  
 
 All staff members are required to take reasonable steps to ensure that they do not place 
themselves or others at risk of harm. They have the responsibility for ensuring that they 
are familiar with and understand the content of any relevant documents that relate to 
fire safety for ILRI and must co-operate fully in complying with all procedures and 
measures to protect the safety and wellbeing of all.  
 All staff should note that, while the ownership of fire safety responsibility 
lies with the person in charge of the workplace or activity, each member 
of staff contributes to the effective management of risks. 
 Staff members must be familiar with and cooperate fully in complying 
with the Fire Safety Guidelines and Procedures and should report any 
shortcomings in fire precautions to their line manager.  
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 Staff members are required to attend fire safety induction training which 
provides detailed guidance to be followed at the relevant duty stations. 
This training will be carried out by the relevant EOHS office In Kenya and 
Ethiopia and Safety Representatives at ILRI regional offices. 
 Staff members are required to attend refresher fire safety training every 
3 years. 
 Staff members are required to make themselves aware of the relevant 
fire marshal and related safety personnel in their areas of work by 
checking the EOHS webpage. 
4.7 Visitors 
All visitors at ILRI shall have an ILRI staff contact person who shall be responsible for 
directing the visitors in case of any fire incident. The visitor shall follow the ILRI staff’s 
guidance. 
 
4.8 Contractors  
Contractors shall be made aware of and must comply with:  
 The Fire Safety Guidelines and Procedures. 
 The Contractor Safety Guidelines and Procedures. 
 
4.9 Incident Controller 
Fire incidents will be controlled by the relevant security personnel at ILRI premises and 
the security officer on duty shall act as Incident Controller in consultation with the Chief 
Security Officer.  
 
4.10 Fire Marshals  
Fire Marshals will be appointed by the line managers to assist in the safe evacuation of 
all staff present from pre-designated areas of the building. They shall be trained to assist 
staff and visitors to evacuate buildings when the fire alarm sounds. 
 
4.11 Campus Safety Committees 
The Director General shall appoint various staff members to serve on Campus Safety 
Committees at ILRI premises that host more than 50 persons.  
 
4.12 Responsibilities of the Campus Safety Committees  
ILRI Health and Safety Committees are responsible for:  
 Overseeing implementation of the Fire Safety Guidelines and Procedures.  
 Review of the fire risk assessment report and fire safety management plan. 
 Monitoring implementation of fire safety management plan. 
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 Regular campus fire drills. 
 
5.0 Part Three:  Fire Safety Guidelines  
 
5.1 Maintaining a Safe Working Environment  
In order to create and maintain a safe working environment, ILRI will:  
 
 Safeguard the well-being of all employees, students, visitors and contractors through 
adherence to best practice and through managerial support.  
 Provide information, instruction, training and supervision to enable all ILRI staff carry 
out their duties effectively and safely. 
 Carry out suitable and sufficient fire risk assessments on all areas. Assess any 
deficiencies and implement recommended improvements to buildings and procedures 
as appropriate.  
 Provide safe systems of work for all hazardous activities.  
 Ensure that flammable substances are stored and used in accordance with regulatory 
requirements and international standards. 
 Conduct fire safety inspections of buildings, plant, equipment and work practices to 
ensure safety standards are maintained.  
 Conduct evacuation drills in each building at least once per year to maintain overall 
awareness and practice procedures.  
 Be proactive in fire prevention and encourage a “no blame culture” for the reporting of 
incidents or near misses.  
 Be reactive by investigating incidences of fire and of false alarms that have occurred, 
concentrating on the cause and response, rather than just the outcomes.  
 Promote risk management by implementing and maintaining effective control measures  
 Ensure visiting contractors’ activities are controlled in accordance with ILRI policies.  
 Ensure that ILRI buildings are maintained to a high standard with regard to fire 
prevention, containment, detection, alarms, means of escape, etc. and in compliance 
with regulatory requirements, approved codes of practice and industry guidelines. 
These systems will be tested in accordance with best practice and relevant standards  
 Comply with the requirements of the ILRI insurer.  
 Measure, review and audit all the arrangements for fire safety to ensure they remain 
current and relevant. 
 
5.2 Reporting, Measuring and Monitoring Performance 
5.2.1 ILRI recognizes that for fire safety management to be successful, supervisors and 
managers must monitor all activities.  
5.2.2 ILRI recognizes that on one occasion the outcome of a fire or near miss may be 
insignificant and that on another, the result may be serious. Therefore, all fires and near 
misses must be reported to EOHS and / or Security where applicable. These are 
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investigated and suggestions sought as to how such an occurrence may be avoided in 
the future. 
5.2.3 The data collected from fire incidences and near miss fire incidents are analyzed by 
EOHS Office to identify trends and to make recommendations. Appropriate reports are 
provided to the Health and Safety Committee.  
5.2.4 The arrangements for fire safety are subject to regular systematic examination and 
where necessary, procedures and practice shall be amended to ensure they remain 
effective in managing fire safety within ILRI premises.  
5.2.5 Fire Risk Assessments will be carried out at each premise. These will be reviewed and 
amended on an annual basis or more frequently if required, and remedial action plans 
will be produced. This process will prioritize any management or building improvements 
necessary to comply with legislation and best practice.  
5.2.6 Auditing will be undertaken by competent persons who are trained in the task and will 
achieve the following:  
 Review of the Fire Safety Guidelines and Procedures.  
 Ensuring compliance with relevant Fire Safety legislation at  various ILRI duty stations. 
 Identification of improvements needed to maintain safety standards such as additional 
lighting or detection.  
 Promotion of fire safety awareness throughout the Institute.  
 Assessing performance of fire safety systems.  
 Checking fire safety monitoring arrangements.  
 ILRI promotes quality auditing, which highlights any problem areas, suggests remedial 
measures and monitors the action taken to control the risks to employees, other 
persons and property from fire.  
 
5.3 Fire Safety Training  
ILRI will provide fire safety training for all staff at the appropriate level. All new 
employees will receive a fire safety briefing as part of induction training. Refresher 
training will be carried out at appropriate intervals.  
 
Staff members who have been assigned fire safety roles such as fire marshals will 
receive training sufficient to ensure competency in their specified roles.  
Fire evacuation drills will be held at all buildings at least once per year. Fire drills will be 
organized by EOHS Office and a record shall be kept in the Fire Log Book.  
 
5.4 Fire Safety Precautions  
Fire doors must be kept closed at all times (unless they are doors which automatically 
close when the alarm is sounded) to maintain compartmentalization of the building and 
to prevent the spread of the fire, smoke and toxic fumes. 
 
5.4.1 Corridors, stairways, landings and escape routes must be kept clear at all times of 
anything that is likely to cause a fire, accident or to impede evacuation in an emergency.  
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5.4.2 Hazardous materials must be stored, used and disposed-off in accordance with legal 
requirements and safe working practices. More information can be found on EOHS web 
pages.  
 
5.4.3 All firefighting equipment must be kept free from obstruction and be readily available 
for use in an emergency. Portable firefighting equipment must not be removed or 
repositioned without consultation with EOHS Manager. Any damage to equipment 
provided for fire safety purposes must be reported immediately to EOHS Office.  
 
5.5 Acetylene and Hot Works  
Acetylene cylinders must not be stored in ILRI Buildings out of hours and hot works must 
be carried out using the Permit to Work Procedure as outlined in engineering safety 
manual. This manual can be found on the EOHS webpage. 
 
5.6 Routine Inspection of Means of Escape  
All ILRI buildings will be visually inspected at the start of each working day by the fire 
marshals. The inspection should include assurance that:  
 
 All exit doors and gates are unlocked and readily available for use, or they are capable of 
being opened quickly and easily in the event of a fire.  
 Any emergency fastenings are working efficiently.  
 Any doors, gates or shutters that are required to be locked in the open position are so 
locked.  
 All escape routes and exit doors are clear of any obstructions.  
 Fire doors are not held open except with approved devices.  
 There are no obvious fire hazards in escape routes, such as accumulated waste.  
 Any evacuation lifts for disabled persons are in good working condition.  
 Fire doors will be regularly visually checked by fire marshals using the Fire Door 
Inspection Guide.  
 
5.7 Testing and Maintenance  
5.7.1 Fire Alarms  
The fire alarm system will be tested weekly by Engineering and Facilities Department 
using a different call point for each successive test. The duration of the test will be 
sufficient to check that the system operates satisfactorily. Any defects should receive 
immediate attention. A record of tests will be kept in the Fire Log Book. The fire alarm 
system will be maintained in the manner and at the intervals recommended by the 
manufacturers of the equipment.  
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5.7.2 In the event of a fire alarm failure in a building, a risk assessment will be carried out 
 by a competent person to determine if the building is safe to remain occupied.  
5.7.3 Portable fire extinguishers  
All portable fire extinguishing equipment will be tested and maintained on an annual 
basis by a competent person. 
  
5.7.4 Emergency lighting  
All emergency lighting systems will be regularly tested and properly maintained to an 
appropriate standard. Most existing systems will need to be manually tested. However, 
some modern systems have self-testing facilities that reduce routine checks to a 
minimum. This testing will be conducted by Engineering and Facilities Unit.  A record of 
the tests will be kept in the Fire Log Book. 
 
5.7.5 New Buildings and Alterations  
When new buildings or alterations are being planned, Engineering and Facilities Unit in 
consultation with EOHS Office shall ensure that the requirements of fire safety 
legislation and recognized standards are considered and adhered to.  
 
5.7.6 Special Procedures  
In some situations (e.g. gas isolation, experiments, shut downs, personal emergency 
evacuation plans, etc.) there may be a need to have special procedures in place. These 
procedures will be produced by the relevant unit/program in conjunction with EOHS 
Office. The relevant unit/program will ensure that staff members have been trained or 
briefed on the procedures as appropriate.  
 
5.7.7 Fire Log Book  
A Fire Log Book is kept and maintained by EOHS Manager. The Fire Log Book includes:  
 
 Emergency Telephone Contacts.  
 EOHS Inspection Record. 
 Fire Alarm System - Record of Tests.  
 Fire Alarm System – Contractors Record of Maintenance.  
 Emergency Lighting System –Record of Tests.  
 Emergency Lighting System – Contractors Record of Maintenance.  
 Fire Door Inspection – Record Sheet.  
 Fire Door Inspection Guide.  
 Staff Fire Instructions and Evacuation Drill - Record Sheets.  
 Fire Evacuation Record.  
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 Temporary Fire Risk Assessments.  
 Temporary Fire Risk Assessment Form.  
 
6.0 Part Four:  Fire Action Procedures  
 
Fire Action notices are posted throughout ILRI campuses and can be found on exit 
routes normally adjacent to fire alarm call points or portable fire equipment. These 
provide guidance on what actions should be taken in case of a fire incident. 
 
6.1 Staff Members 
In case of a fire, a staff member is expected to:  
 
 Raise the alarm immediately by shouting “Fire”.  
 Operate the nearest fire alarm call point (break-glass box located at all exits). In the 
event of manual call point or detector head activation, an audible continuous alarm will 
sound in the building and a signal sent to the Security Lodge.  
 Call Security to call the Fire Brigade (Nairobi campus ext. 3362 and  Addis Ababa Campus 
ext. 2703 ) if at another ILRI location use the guidance on your Fire action notice at your 
exit door.  
 Leave the building by the nearest and safest exit.  
 Report to the designated assembly point as indicated on the Fire action notice. 
 Leave the building promptly, do not attempt to collect personal belongings and do not 
use lifts/elevator because of the inherent risk.  
 
6.2 Staff members who are trained to do so and if minimal risk exists, may tackle the fire 
 with appliances found at exits and other key locations.  
In some buildings a pre-evacuation warning is given in the form of a pulsed audible 
alarm. On hearing this, occupants should prepare to evacuate in the event of the alarm 
sounding continuously. Security will investigate the cause of the activation. If the cause 
of the activation is found to be a fire or if a second detector head is activated, fire 
responders will be notified by Security.  
 
6.3 Fire Marshals  
In the event of a fire, Fire Marshalls will carry out their duties as described below: 
 
 Ensure all persons evacuate the affected building and assembled at the Fire Assembly 
point.  
 Report to and liaise with the Incident Controller.  
 Give reports to the Incident Controller as to the progress of evacuation of the building, 
including the location of any disabled persons in the building.  
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 Advise occupants when it is safe to go back into the building.  
 
The Fire Marshalls shall report the following to The Incident Controller:  
 The number and location of any persons left in the building for any reason. 
 The location of the fire, if known. 
 Any special hazards associated with the building.  
 Give reports of any deficiencies on the fire system.  
 Complete the Fire Evacuation Record form and file in the Fire Log Book.  
 Report any procedural difficulties, including any incidents of non-compliance with the 
Fire Safety Policy and Procedures to EOHS. 
  
6.4 Incident Controller 
The Incident Controller will co-ordinate information and activities at the site of fire and 
supervise any fire evacuation until fire responders arrive to take control. In the event of 
a serious situation, the Incident Controller will establish a Fire Management Team, in 
accordance with the Serious Incident Action Plan. 
 
6.5 Disabled People 
Persons with disabilities my experience additional difficulties during evacuation in a fire 
emergency situation and hence they must have a personal emergency evacuation plan 
in place. This will be determined by risk assessment carried out by EOHS as need arises 
and adequate plans shall be in place for all staff at ILRI with disability. The details for 
such plans shall be published on the EOHS Web pages. EOHS should be notified 
whenever there are visitors or new staff with disability in an area where a risk 
assessment has not been done and no measures are in place.  
 
